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Objective H E]:

e To ensure appropriate control checks are made by senior management on the purchasing process.
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APPLICATION F Y il :

Due to the substantial amount the hotel pays to suppliers it is vital that this policy is consistently implemented by
the General Manager and Director of Finance and Controlling.
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STATEMENT OF POLICY#E JU 75 HH :

1. The General Manager and Director of Finance and Controlling are to carry out the following control checks
over purchases:

All Purchase Requests are to be scrutinized prior to signing

All price quotations must be correctly obtained as per policy

The most appropriate nominated suppliers are compared to budget and forecast
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2. With regard to Purchase Orders, The General Manager/Director of Finance and Controlling are to carry out
the following control checks prior to their approval:

Ensure a duly authorized Purchase Request supports the Purchase Order.

Verify the Purchase Order is correctly completed in accordance with the details set out in the Purchase
Request.
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3. The General Manager is responsible for ensuring that the following are carried out at least once a year:

New written price quotations are obtained for all contracts.

All nominated suppliers are reviewed by undertaking a comprehensive market survey in consultation with
the Purchasing Manager and Director of Finance and Controlling.
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